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PART 2

Welcome to the Online System for Clerkship Application and Review (OSCAR). The Law
School Administrator Interface is the largest module of the system and covers numerous
system functions pertaining to applicants, recommenders, judges, and basic administration.
Part 2 of the user guide addresses recommenders, school administration, reporting, Master
Recommender Directory, emails, help, and logging out.

7.0 Recommenders

OSCAR provides the ability for law school staff to perform the following functions under the
Recommenders navigation bar located on the left of the screen:

7.1

Create and manage recommender accounts and passwords

Send emails to recommenders

View the status of requests for letters of recommendations

Create and print reports of pending letters of recommendation

Upload, edit, and delete recommendation letters on behalf of the
recommender

Use the new Login As capability that provides the administrator with direct
access to the recommender’s account and allows the administrator to perform
the same functions as the recommender.

Viewing Recommenders

1.

Select Recommenders on the left navigation bar. The OSCAR screen displays
a list of the recommenders’ names, email addresses, and the status of
recommendations. The Recommendations status column indicates the
number of recommendation requests pending, completed, or withdrawn for

that recommender.

_ - B _
Click on the Review icon in the first column or the name of the
recommender in the second column. The system displays four tabs:
Recommender Details, Account Details, Applicant Recommendation Requests,
and Login As. The Recommender Details lists the full name, phone number,
and email address of the recommender, as well as the faculty assistant email
address.

Click on the Applicant Recommendations Request tab. This screen displays a
list of the applicants who have requested letters of recommendation. The
Recommendations status column indicates the number of recommendation
requests pending, completed, or withdrawn for that applicant.
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Figure 24. Viewing Recommenders
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7.2  Performing a Keyword Search on Recommender’s Name or Email Address
1. From the Recommender navigation bar and Recommenders Tab, go to the
Keywords field and enter the name of the recommender that you are
searching for.
2. Click Apply Search. The system will display the name of the recommender.
3. Click on the Clear button to reset the fields.
(Note: You may perform a search for all recommenders who have pending

recommendations by clicking Yes for Pending Recommendations and Apply
Search.)

7.3 Creating a New Recommender
1. From the Recommenders Tab, click on the Add New button.

2. Click on the Recommenders Detail Tab and fill out each of the fields.
Note: The red asterisks denote required fields.

3. Click Save to save your entries and to continue working in that
recommender’s account. (Note: If you need to make any changes, click on
the Edit button.)

4. Go to the Accounts Detail tab. Enter the recommender’s email address as the
username and type the password twice.

(Note: You may edit recommender accounts and change passwords from the
Recommender Details and Account Details Tabs.)
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Figure 25. Creating New Recommender
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Figure 26. Creating a New Recommender’s Account and Changing Recommender’s
Passwords
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7.4 Changing a Recommender’s Password

1. From the Recommenders Tab, select your recommender by clicking on the
magnifying glass icon located to the left of the applicant’s name.

2. Click on the Account Details Tab.

3. Click on the Edit button.

4. Enter the password in both the Password field and Verify Password field.

5. Click on the Save & Exit button to accept the password change and to return

to the Recommenders Tab. Click on the Save button to accept the password
change and to continue working under that recommender’s account.
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7.5 Creating a Report of Applicants under Recommender Account

OSCAR Version 2.0 incorporates a new feature called “Save As Excel.” This feature provides
the capability for the user to create, save, and print a report of all applicant requests for
recommendation letters for an individual recommender.

1. From Recommenders navigation bar, click on magnify glass icon to the left of
the recommender’s name.

2. Click on the Applicant Recommendation Requests Tab.
3. Click on Batch Options and select Save As Excel.
4. From Save As Excel, select either Entire List or This Page.

Note: This procedure is similar to the procedures outlined in Section 5.9.1.
7.6  Sending Email to Recommenders

OSCAR Version 2.0 added a feature that provides the ability for law schools to send emails
to their recommenders. This capability is provided through the Batch Options function
under the Recommenders List. The email function was added to the system in Version 2.0
to allow the law schools to control the sending of reminder emails to their faculty
recommenders.

Note: The only email that is automatically generated in OSCAR for recommenders is the
Evite email. The Evite email is only sent ONCE to the recommender upon the first time
that they are selected by any applicant as a recommender. The Evite contains the
recommender’s username and password to the OSCAR System. The OSCAR system wiill
NOT send subsequent emails to the recommender for each recommendation request.

1. From the Recommenders tool bar, OSCAR displays the list of recommenders.

2. Identify the recommenders that you want to send an email to by performing
the following:

- Selected Recommenders — click in the check box to the left of each
recommender’s name

OR
- All Recommenders — click in the box with the plus sign (Select All).
This box is located at the very top of that column.
3. Click on the Batch Options button and select Mail. Note: From Mail, you can

either select [new message] or one of your saved messages.
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The Mail Wizard will appear. Create your email message.

The Mail Wizard has a box titled “Message Options” located in the top right of
the screen. The Message Options allows the user to save the email for
his/her records or to re-use. There are three choices: (1) Do Not Save, (2)

Save Changes, and (3) Save As New.

The Available Fields box (located under Message Options) provides 5 merge
fields that are available for the creation of emails. Click on the merge field(s)
that you want to use and they will appear in the Message Body.

[fullname]
[date]

[email]
[tab]

The Add Item button allows the user to attach
message.

[password]

a document to the email

At the bottom of your screen, scroll to the right and click on the Next button.

OSCAR will display the email addresses of all the recipients that you have

identified under Batch Options. NOTE: The user has the ability to remove
any recipients from the list at this time. Click Send Message.

Click the Done button to send your message.

Figure 27. Creating Recommender Emails
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Figure 28. Sending Recommender Emails (Continued)
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Figure 29. Sending Recommender Emails (Continued)
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Figure 30. Sending Recommender Emails (Continued)
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7.7 Login As Recommender

OSCAR Version 2.0 provides the ability for the law school administrator to log in as the
recommender. The Login As capability provides direct access to the recommender’s account
and allows the administrator to perform all of the functions as the recommender:

. Review recommendation requests

° Upload recommendations letters from an existing .pdf file

° Create recommendation letters in OSCAR using the online editor and send the
letter to multiple judges

o Preview, edit, and delete recommendation letters

1. From the Recommenders navigation bar, click on the magnify glass icon C{,j

to the left of the recommender’s name.

2. The system will provide you direct access to that recommender’s account. To
perform any functions while logged in as the recommender, please refer to
the OSCAR Recommender User Guide.

Figure 31. Login As Recommender
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8.0 Judges

Law school staff has the ability to view and search the names and profiles of OSCAR
participating judges.

1. Select Judges on the left navigation bar. The OSCAR screen displays the
Judge List tab and Advanced Search tab.

2. From the Judge List tab, click on the Review icon @ in the first column and
the following judge information is displayed: name, location, court, judge
type, address, status, length of clerkship, document requirements, and
number of recommendations required.

Figure 32. Accessing Judge Lists
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3. To search the Judge List, click on the Advanced Search tab.

4. Select AND or OR.

5. Select the search criteria. The user can select any of the following search
criteria:

Keywords — judge name or city Specialty Court
Accepting applications — Yes or No Circuit Code
City District Code

State Judge Type
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Circuit and District Code Explanation

1) The CIRCUIT CODE is simply the numeral for the particular circuit or "DC" or "FED". So, for example, the
CIRCUIT CODE for the First Circuit is "1". Please note that district judges, magistrate judges, and bankruptcy
judges (as well as circuit judges) all sit within a particular circuit so, if necessary, use the "judge type" search field to
narrow your search to a particular type of judge.

2) The DISTRICT CODE is the two-letter abbreviation for the particular state followed by the abbreviation for the
particular district. So, for example, the DISTRICT CODE for the Southern District of New York is "NYS". The
DISTRICT CODE for the District of Massachusetts is "MA". Please note that magistrate judges and bankruptcy
judges (as well as district judges) all sit within a particular district so, if necessary, use the "judge type" search field
to narrow your search to a particular type of judge within a particular district.

(Note: Click on the Clear button if you want to remove your previous search parameters.)

Figure 33. Performing an Advanced Search
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9.0 School Administration
The School Administration function of the system assists the law school in setting up OSCAR
accounts for law school staff, assign system rights to each user, and change passwords.

OSCAR has four types of system rights (Administrator, Edit Law School Admin, Edit Student
Accounts, and Read-Only). Each law school is issued one Administrator account.

9.1 System Rights

9.1.1 Administrator

The Administrator system rights give a user full access to the system to perform the
following functions:

° Monitor and manage the applicants and recommenders from the law school

° Issue and change applicant and recommender passwords

° Issue logins and passwords to law school staff and assign system rights

o View applicants, edit their accounts, upload documents, and submit
applications on their behalf

° View judge list

° Upload recommendation letters

° Build reports

° Create system emails

° Upload the Master Recommender Directory

° Login As applicants and recommenders

(Note: Only the Administrator has the system right to run reports and upload the Master
Recommender Directory.) The Administrator can designate other users in each of the
remaining categories.

9.1.2 Edit Law School Admin

The Edit Law School Admin category allows the user to perform the following functions:
Add/edit/remove law school admin accounts

View applicants

View recommenders
View judge list

9.1.3 Edit Students Accounts
The Edit Students Accounts category allows users to perform the following:

Create/edit/remove students accounts
Upload application documents
Create/choose recommenders

Submit applications on behalf of an applicant
View recommenders; login as capability
View judge list

View school admins
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9.1.4 Read-Only

The Read-Only category allows users to perform the following functions:

° View recommenders list/export pending recommendations list to Excel to print
reports

° View applicants list, profiles, documents, and applications

° View judge list and profile

° View school admins

9.2 System Access for Uploading Recommendation Letters

This section describes the method for law school staff to have system access for uploading
recommendation letters on behalf of recommenders. As explained more fully in the
Recommender User Guide, each recommender will receive ONE EVITE email with a
username and password the first time any applicant requests him/her as a recommender.
In addition, OSCAR provides the ability for law schools to gain access to the requests for
recommendation letters and upload letters on behalf of the recommenders through four
methods.

e The first method is by the Master Recommender Directory containing a cc: email
address of a faculty assistant. (The faculty assistant cc: law school staff member
has the ability to batch upload recommendation letters on behalf of the
recommender using the mail merge feature.)

e The second method is the “universal cc.” The initial law school signup form
allowed the school to designate one email address as the “universal cc” to receive
copies of all recommender email Evites. This feature allows an administrator to
retrieve a recommender’s username and password quickly if needed. If no
“universal cc” was designated on the original signup form, the law school
administrator may designate a “universal cc” as part of the assignment of new
law school accounts. The administrator would enter the email address of the
school’s designated “universal cc” in the CC: on the Recommender Emails box
when creating/editing an account. (The “universal cc” has the ability to batch
upload recommendation letters on behalf of the recommender using the mail
merge feature.)

e The third method is by the law school administrator going to Applicants, selecting
the applicant, and clicking on Pending Recommendations. (This method only
allows the law school administrator to upload a single recommendation letter at a
time.)

e OSCAR Version 2.0 added the new Login As Recommender capability that law
school staff that have Administrator or Edit Students Accounts system rights
have access to. The Login As capability provides the law school staff with direct
access to the recommenders accounts and can upload batch recommendation
letters using this feature.

To issue accounts to law school staff to upload recommendation letters, the law school
administrator needs to create accounts for the staff with Edit Student Accounts rights.
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9.3 Creating Law School Accounts

1. Select the School Admins on the left navigation bar.

Figure 34. Viewing and Creating Law School Accounts
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2. To view user information, click on the Review icon in the first column
next to the name of the user. The system displays the account information
for that user.
3. To add a new user, click on the Add New button on the School Admin Users

List. The system prompts the user to enter the School Admin Information
such as name of the new user and email address. Note: If you have already
designated an administrator to receive cc’s for all recommender emails, leave
the CC: on Recommender Emails blank. When completed, click Save & Exit
or Save. The Save & Exit button allows the user to complete the function and
exit that record. The Save button allows the user to perform additional
functions within that record.

Figure 35. School Admin Information
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From the new user’s School Admin Information screen, click on the Account
tab. Enter the new user’s password in both the Password and Verify
Password fields.

Select the appropriate system rights for the new user (Read-Only, Edit
Student Account, Edit Law School Admin, and Administrator). See
Section 9.1.

When done, click on Save & Exit or Save. The Save & Exit button allows the
user to complete the function and exit that record. The Save button allows
the user to perform additional functions within that record.

Figure 36. School Admin Information Screen - Edit
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10.0 Reporting

The law school administrator has the ability to run the following seven reports within the
OSCAR system.

Applicant Contact/Profile Information

Pending Recommendations by Applicant

Applicants Using Hold for Later Submission

Applicants by Graduation Year

Recommendation Request by Recommender with Applicant Names and Judges
Recommender List #2 — Recommender Contact Information

Recommendation Requests by Applicant with Recommender Names and
Judges

OSCAR displays the reports screen with the list of reports noted above. There are three
icons available for the administrator to use in running reports:

q

{'._")

Review Latest Run

Regenerate Report

Previous Run
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To access, run, and save the reports, perform the following steps:
1. Click on Reporting located on the left navigation bar.

2. Select the appropriate report.

3. Click on the icon to run/regenerate the report.

4. A review screen will appear while running the report. When complete, click
on View Report.

5. When the report appears, click on Save As Excel to save the report.

Figure 37. Reports

Manday, May 22, 2006 | 8:04 am | User: schooladmin - School ! Logout

= powered by symplicity

Home Reporting
Applicants {Back
- Recommenders
e [ Saved Reports |_Dhel
Items 1-7 of 7 < revious | Jump [T =] | Next >
- Tools Options  Class v Label v Description Last Modified & | Last Run 4
—_— " [applicant] Robert 3. Cissell / 2006-05-| , . 5 -2 | may 12, 2008
Q B & applicant L, Applicant Contact/Profile Tnformation s
@ [PendingRecsByStudent] Robert 1. I May 12, 2006
A B & |Applicant Crocl) f 00 (AT pending Recommendations by Applicant b s
g e [applicant] Robert 1. Cissell / 2006-05- | Applicants Using Hold For Later s |may 12, 2008
A @8 S Applicant :27:09 Submission 108 pm
B & i [applicant] Robert . Cissell / 2006-05- i | may 12, 2006
A B & |Applicant s Applicants by Graduation Year 3107 o
Recommendation Requests by
A B C Rrecommender gf;;f;;g;df;?nz?ggm' Fin Recommender with applicant names |Gy 1y 0ne
i and judges A
B @ [RecommendorList] Robert 1. Cissell / i5 |May 12, 2006
8 B & |Recommender | Jote N Recommender List £2 2445 pen
: _ |Recommendation Requests by |
QA @ @ application Eas?ggcf;‘?sr‘sl&s“be"“' Cissell / 2008 pplicant with recommender names - | SR 42 s
3 and judges |25
Items 1-7 of 7 < Previous | Jump |1 ¥ | Next >

Figures 38 through 44 depict examples of the seven types of reports that are available to
the law school administrators.

Figure 38. Sample - Applicant Contact/Profile Information

MaAdby, Mby T3, 2006 | 923 am | Ures: achooladmin - fchasl | Logout

= purred by apmpliciegd

Tome Reporting
Aoplicants +hsd Bapering il
I tudges [ neview Y Previous Versiena | Pt
School admins
Renorina [egan Repart |[ Gmen in New indm ][ Save As Excal || Ratun To Rxpart L ]
¥ Tools 5 5 = = = 0
1 Applicant: Mailing  Mailing
Last First il Rekdess Home  BA/BS  Daicof  Dateof  Class  Law Address: Address:
Mame Name Phone From BA/BS ofus  Rank Review  Street  City
Pty Apsaties
Cael dcksen  pessiesQBeeoly com ST Coleged  ONTII0OE 2007 m ™ ur by
Semnary
- % e _— Byl = " - 11 Duewe
Do sann andeegiey s 20043887 bty beni0s 2067 % e vinshngan
" P =~ - A 123 Park A
Frevey smn inzedfvomictycam 2N DO D4ReR00E 208 (Y " avpge W YO
Aarey £ posfmwaceantphy 200 :::"';‘" o0 2087 1 lin IR Wnanngmn
Gewgn
Laye L) mntviriiglct on 1IN Paitte 0! OAOSGODS 2006 w% e om vam
Trrmnziagy
appyaceas P
Fatar Wary deeied@uvnoloty ony 1131002223 Sate RN e 1 ™ T Wntingisn
Utnetraty W
. 3 Eawiph . — e
Sros Lawn [N R LA Heen DETHEIOS. 2008 e e 5 L
Lmpeeraty
George
- % : 123 Sndth
Emm (2] e ymengesy me 111232 Washingme  RSOUNESR 2008 104 tia Vesnngan
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Figure 39. Sample - Pending Recommendations by Applicant

Maonday, May 22, 2006 | 9:27 sm | User: schooladmin - School i Logout |

A =
A —
, @ ONLINE SY ] LPPLICATION & REVIEW &= pawered by :ympllu(;'}'
f Hom.e Reporting
e 4 Back Reoorting List
Recommernder: 9
Judges Review ‘ Previous Varsions | 3hels
- School Admins
et ‘ Regen Report H ‘Opan In New Window ” Save As Excal H Return To Report List
&- Tools Applicant: Applicant: Applicant: Recommendation:
Last Name First Name Email Address Pending Requests
Cissell Jackson symptest2@symplicty.com [
Dos Jane JanDos@iest.com 3
Jones John dagostin2@symplicity.com [

Figure 40. Sample - Applicants Using Hold for Later Submission

L OSCAR

-
@ ONLINE SYSTEM FOR CLERKSHIP APPLICATION & REVIEW

Mandzy, May 22, 2006 | 11402 am | User: schooladmin - School § Logout

® powered by symph':itn

- Home : | Reporting
Applicants {4 Back Reporting List

~ Recommender:

Review { Previnus Versions \ Yhelp

~Judges
School Admins
Reporting I Regen Repart H Open In New Window H Save As Excel H Raturn To Report List
f+- Tools 3 = =

Applicant: Applicant: Applicant: i
Last Name First Name Email Address Avplication {count)
Cissell Jackson svmptest?@svmplicity.com 4
Unique Applicant: 1

Figure 41. Sample - Applicants by Graduation Year

Monday, May 22, 2006 | 11:04 am | User: schooladmin - School | Logout

0

“m powerad by symplicity

--Home Reporting
- Applicants 4 Back Reporting List
__]Rued:;;!menders [ Review | Previous Versions \ 2hein
Applicant: Applicant: Applicant: Applicant;
Last Name First Name Email Address Date of 1D/LLB
Cissell Jack symptest2@symplicty.com 2007
Doe Jane JanDoeiftest com 2007
Jones John dagostin2@symplicity.com 2008
Mariey Bob bob@lawschool.edu 2007
Meyer Mike: mmever@symplicity com 2008
Parker Mary dagostin?@svmplicity. com 2006
Simon Laura laura simeng@cox.net 2008
Smith Chrig lw=imon@cox net 2008
Smith Laura lvisimon@cox.net 2008
Smith Paul test@symplicity. com 2008
Smith Robert dagostin? @svmplicity. com 2008
Thomas Tim timi@lawschooledu Z007

Unique Applicant: 12

[ Date of JDILLE |;|=
|

| 2007 s

| 2008 B

| 2008

12004

2003
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Figure 42. Sample - Recommendation Requests by Recommender with Applicant Names
and Judges

5 Monday, May 22, 2006 | 11406 am | User: schooladmin - School | Logout |
-w

@ ONLINE SYSTEW FOR CLERKSH = powered by symplicity |

B

Home Reporting
Applicants 4 Back Reporting List
Recommenders =
Yiidgne f Review Y Previous Varsions | 2jhelp
School Admins
a | Regen Report || Open In New Window H Save As Excel || Return To Repart List
B Tools = = — ———
Last Name FictNama  EmailAddress et edge""""  Application (count)
Martinz Karen Karen.martin2@law schooledu Cissel, Jackson  Allegra, Francis M
Martin2 Karen Karen martin2@iaw school edu Cissel, Jackson  Batss, John
Martin2 Karen Karen.martin2@law.schooledy Cissel, Jackson  Hogan, Thomas
, , 3
Murray2 Ann ann.murrav2@iaw.schooledy Cissel, Jackson  Lamberth, Royes C.
‘ ' L
Simon2 Paul paulsimonz@iaw schooledy Cissel, Jackson  Robsrison, James
, : 1
warner chris christopher warner@ocd uscourts oy Dos, Jans Andewset, Rogsr B
Warner Chris christopher wamer@dcd.uscourts.gov Do, Jane Austin, Andrew W.
Warner Chris christopher wamner@dcduscourts.gov Do, Jane Fredman, Steven
Warner Chris christopher warner@dcd uscourts.gov  Dos, Jans Robertsan, James
Unique Recommenders: 4

Figure 43. Sample - Recommender List

Monday, May 22, 2006 | 11107 am | User: schoaladmin - School ! Logout _
—

m powered by symplmryAZ

Home Reporting

Applicants 4 Back Reporting List

- Recommenders |

-Juddes Previous Versions |t
Rec Rec d Rec der: Rec 5 Rec der:
Last Name First Name Email Address Phone Number Faculty Assistant Email
Allen Tm Tim@lawschooll.edu 703:555-0009 Janet@lawschooll.zdu
Haxten Karen Karen@@lawschooll edu donna@lawschooll.edu
Hicks liglsza liglizsa@lavwechooll edu dth@lawschooll edy
Martin2 Karen Karen martn2@law.schooledy 2023334447 Grogran@law schooledu
Murray2 Ann ann.murray2g@law school edy 202-333-4441 simon@law school edu
Simon2 Paul paulsinon2@law schooledu 202:333-4442 smith@law. schooledu
Warner Chris christopher warneri@dcd uscourts.gov
< BackTo

Figure 44. Sample - Recommendation Request by Applicant with Recommender

Names and Judges

w.‘\
,

L OSCAR

SYSTENM LERKS

APPLICATION & REV

Monday, May 22, 2006 | 11509 am | User: schooladmin - School ! Logout

& powered by symplicify |

B

Home
Applicants
Recommenders

- Judges
- Schaol Admins

orting
Tools

i Reporting

4 Back Reporting List
[ Review Y(Previous Versions | Drep
‘ Regen Report H Open In New Window H Save As Excel H Return To Report List
Application: Application: Recommendation: Recommendation:
Applicant Judge Recommender Complete
Cissel, Jackson Abramson, Harold C . No
Cissell, Jackson Allegra, Francis M. lartn2, Karen No
Cissel, Jackson Bates, Jonn Martinz, Karen No
Cissell, Jackson Hogan, Thomas MartinZ, Karen No
Cissel, Jackson Lamberth, Royce C. Murray2, Ann tio
Cissel, Jackson Robertson, James Simon2, Paul No
Doe, Jane Austin, Andrew W. Warner, Chris No
Doe, Jane Fredman, Steven Warner, Chris No
Doe, Jane Robertson, James Warner, Chris No
Jones, John Abramson, Harald C. lo
Jones, John Anderson. Ir., G. Ross No
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11.0 Master Recommender Directory

OSCAR Version 2.0 allows applicants to identify their faculty recommenders from a Master
Recommender Directory uploaded by the law school administrator. Adjunct faculty
recommenders are shared by all law schools that have them on their Master Recommender
Directories. After the initial Master Recommender Directory is uploaded to the system, the
law school administrator can upload a revised directory at anytime. Each law school must
upload a file that contains the following information:

Recommender’s first name
Recommender’s last name
Recommenders email address
Phone number

Faculty assistant email address

Note: The faculty assistant email address is not required.

OSCAR will accept the data columns in any order. You can upload your file as an Excel
Spreadsheet, Comma Separated Value (CSV) file, or a formatted text file. When uploading
a formatted text file, you need to designate the type of delimiter used in the file. OSCAR
will accept comma, tab, or pipe (]). Your IT Department may have this data already
available in one of these formats. Examples of these three delimiters follow:

Figure 45. Comma Delimiter Sample

B] Test2-Rearranged Columns with Headers Master Directory.csv - WordPad o (=13
Fle Edit View Insert Format Help

Die| SiR| & 4[=[8]-| &)

Eecommender FEmail,Fname, Lname, Phone, Faculty Assistant,CC:Email

Kevin@lawschooll.edu,Kevin, Law, 703-555-0001, ann@lawschooll.edu, testerflaws:
Dianallawschooll.edu,Diana,Blanchard, 703-555-0002,Bettyf@lawschooll.edu, tes
Karen@lawschooll.edu,Karen,Haxton, 703-555-0003, donnallawschooll.edu, tester
Melissa@lawschooll.edu,Melissa,Hicks, 703-555-0004, edith@lawschooll.edu,tes
John@lawschooll.edu, John,Mason, 703-555-0005, Fran@lawschooll.edu, testerflaw
Dennis@lawschooll.edu,Dennis,Burke, 703-555-0006, Georgiallawschooll.edu, tes
SallyRlawscheooll.edu,Sally, Smith,703-555-0007,Helen@lawschooll.edu, tester@
Brian@lawschooll.edu,Brian, Jones,703-555-0008,Irene@lawschooll.edu, testerl
Tim@lawschooll.edu, Tim,Allen, 703-555-0009, Janet@lawschooll.edu, testerflaws:
Kate@lawschooll.edu,Kate,Mathews,703-555-0010,Kim@lawschooll.edu,testerfla

Enr Ualn nrace £1
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Figure 46. Tab Delimiter Sample:

[P Test1-Master Directory-tab.ixt - Notepad _ o] x|
File Edit Format View Help

Kevin  Law Kevin@lawschooll. edu 703-555-0001 ann@laws: « |
Diana Blanchard Diana@lawschooll. edu 703-555-0002

Karen Haxton Karen@lawschooll.edu 703-555-0003 donna@lay
Melissa Hicks Melissa@lawschooll.edu 703-555-0004 edith@la
John Mason John@lawschool1. edu 703-555-0005 Fran@law:
Dennis Burke Dennis@lawschooll.edu  703-555-0006 Georgia@
sally sSmith Sally@lawschooll. edu 703-555-0007 Helen@la
Brian Jones Brian@lawschooll. edu 703-555-0008 Irene@la

Tim Allen  Tim@lawschooll.edu 703-555-0009 Janet@la
Kate Mathews Kate@lawschooll.edu 703-555-0010 Kim@laws
4 vl 4

Figure 47. Pipe Delimiter Sample

E' Test1-Master Directory-pipe.txt - Notepad = |EI |i|
Fle Edt Format View Help

Kevin|Law|Kevin@lawschooll.edu]703-555-0001|ann@lawschooll. edu |t ]
Diana|Blanchard|Diana@lawschooll. edu|703-555-0002 |Betty@lawschoo
Karen|Haxton|Karen@lawschooll.edu|703-555-0003|donna@lawschooll.:
Melissal|Hicks |Melissa@lawschooll. edu|703-555-0004|edith@lawschoo
John|Mason|John@lawschooll. edu|703-555-0005 |Fran@lawschooll. edu|
Dennis |Burke|Dennis@lawschooll. edu|703-555-0006|Georgia@lawschoo
sally|smith|sally@lawschooll.edu|703-555-0007 |Helen@lawschooll. e
Brian|Jones |Brian@lawschooll.edu|703-555-0008 | Irene@lawschooll.e
Tim|Allen|Tim@lawschooll.edu|703-555-0009|Janet@lawschooll.edult
Kate |Mathews |Kate@lawschooll. edu|703-555-0010|Kim@lawschooll. edu

4 » A
1. Log into OSCAR as the law school administrator.
2. Select Tools from menu options located in the top left-corner of the screen.
3. Select Recommender Import.
4. From Step 1, click on Browse and select your file.
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Figure 48. Uploading Master Directory- Step 1

Mandsy, Mby 37, 2006 | 11184 am | Uses schaaladmin - %choal | Logaut

= pawered by yympliciny

1= Home

Tocis
- applicants Back
[ e
Byl Step 1 (SEea | D
|—g=hﬂ|‘l|ﬂ-‘l e e |
- Resarting [[Uplead > | snmnisieed]
1 [ Recommenderdmoot ||| Data Importer
| L Emnil Messapes
ik here for Socumee formr equimmenia.

Imgort Data’; Pesse cicl on Browee and eelect o bal, ooy, of als fie |
Browee

T#e starts with Headers row T Lxce fies faa to contan headers & Be frst rew
Ciyes Crw

Detimiter: Seiect ihe characisr Dt i wbed Lo separate the Colimes n the fie. o mooting &4 Excel soreatsheed e detrmie wil be
sabérmined automanealy by e syatem.
W commn ipg T |

Upload >

5. Under “File Starts with Headers Row?”, click Yes if your file contains column
headers or No if they do not have a header row.

6. Under the Delimiter field, select either “Comma,” “Tab,” or “|”.
7. Click on the Upload button.
8. From Step 2, each data element from your file will be displayed on the left

side under Import Data. Under Mapping Field, you must match your data
field to the corresponding OSCAR fields. Note: It is important that you
correctly match your data with the Mapping Fields.

9. After mapping each of the fields, you can save the mapping. To save, enter a
name in the field to the left of the Save Mapping button. Next, click on the
Save Mapping button. To verify that you have saved your mapping, click on
the dropdown list for <Select Saved Map=>.

Figure 49.

Uploading Master Directory — Step 2

Monday, May 22, 2006 | 11:35 =m | User: schoaladmin - School # Logout

= pawered by symplicity |

w- Home Recommender import

Phone 702-555-0001

Faculty Assistant ann@lawschooll.sdu

applicants 4 Back
« Recommenders - S
Judges [Step Y Step 2 | (bl
School Admins
- T
Saving & map with same name &s & previous map replcss i Save Mapping |[>» Select Saved Map > =1
Headers Import Data Mapping Field
Recommender Email Kevin@lawschooll edu [Emaicdiess =]
Frame Kevin First Name -
Lname Law Tast Name -

importRow; |1 T ==

Phone Humber -
culty Assis i

preview | [mpart current | [ impart Al | [ Reset rapping
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9. Click the Preview button to ensure the data fields are properly mapped and
that NO ERROR MESSAGES are displayed.

10. Once you have verified that the data mapping is correct, click on the Import
All button. A confirmation screen will display showing the total number of
your faculty recommenders under Total Imported. The Matches Found
indicates if any of your records were already uploaded. This may occur if you
have previously uploaded your faculty list or if a school has already uploaded
any of these recommenders (Adjunct Faculty).

Figure 50. Import All

i Y Yy ~ Manday, May 32, 3006 | 11439 am | Useri sahoukedmin - Sohisl | uagen
f.;u OSCAR F =3
A AR -
|- Applizares ohaia
|- Reconmandars T
Susges [T sen 7 | L
= School Adming

|- waperting

[ 5awe Mapping |[vr Semet Sues i o0 =1

Email Heasages

=
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12.0 Email Messages

OSCAR Version 2.0 provides a new feature where law schools can create emails within
OSCAR and store the created emails within their User Messages tab. This feature allows the
law schools to create the emails ahead of time, save them in the system, and access them
any time to send to applicants and/or recommenders. To create emails in the system,
perform the following steps.

1.

2.

Select Tools from menu options located in the top left-corner of the screen.
Select Email Messages.

Click on the Add New button.

Fill out each of the fields and type your email message.

Note: The text entered in the Message ldentifier field identifies the saved
email in the Label column.

Note: Click Yes for HTML format if you want to include website links, images,
and specific formatting to your email. In using HTML format, you must also
copy your email message into the Message Body box as well. Otherwise, you
only need to type your email message in the Message Body box.

To attach a document to the email, click on the Add Item button and Browse.
Find your document and click Open.

Click Save & Exit to save your new email message and to exit. Note: The
system refreshes and your newly created email is listed under User Messages
tab.

Figure 51. Creating New Email

Tuesday, May 23, 2006 | 10:34 am | User: schoaladmin - School | Logout

® poweied by symplicity

Home
Applicants

- Recommenders

- Judges

- Schoal Admins

- Reporting

E-Tools

Recommender Tmport
Email Messages

Email Messages
4 Back

( User Messages ‘\ Yelp

Items 1-5 of 5

= Previous | Jump |1 T | | Next >

Label v | Subject ¥ From Address

me me

olivene_blake@ded.uscourts.gov
New Recommender Email Letter of Recommendation Requested
test

Test A

oscar@symplicity.com
test
Test &

laura_simen@dcd.uscourts.gov
oscar-support@ded. uscourts.gov

test again test again

Add New | Ttems 1-5of §

oscar-suppori@ded.uscourts.gov

< Previous | Jump [ 1 7| | Next =
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Figure 52. Creating New Email (Continued)

3 OSCAR: Onlfine System for Clerkship Application and Review - Microsoft Internet Explorer _|=] x|
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Qreck » ) - [x] [2] G| D sexch ST ravortes @tmedn €[ (0 o B - | K @3

Address |§J https:{/oscar-demo.symplicity.com/index.php?_do_edit=18_tab=core&_mode=_formgid= ﬂ Go | Links > ‘ﬁ ot
¥ -2 ~] searchweb |-| 3 - 4~ @ camal - @My vahoo! - D) answers - daGames - D Musc - »
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Figure 53. Creating Email Messages (Continued)
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L .

i £l

entar tha

massage

body,

inchahing
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2] Done LS e meme
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7. To send the email to applicants and/or recommenders, you would go to the
appropriate tab (Applicants tab or Recommenders tab). Either click in the box
with the plus (+) sign to select all or click in the box to the left of the name of
the recipients that you want to send the email to. Click Batch Options and
select Mail from the dropdown list and select the email to send.
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Figure 54. ldentify Email Recipients

: R: OnBine System for Clerkship Applcation and Review - Microsoft Internet Explorer == =]
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8. The Mail Wizard tab will appear with your selected email. This is the location
where you may modify your email and use the available merge fields.

9. Click on the Next button. The system will display the email addresses of the
recipients that you have identified to receive the email. Note: You may
delete a recipient off the list at this time.

10. Click on the Send Messages button. The system will queue the emails for
delivery.

11. Select Done to send the email.
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13.0 Help Feature

OSCAR provides a Help feature for users to access when they have any system questions.
The Help feature is located under Quick Links on the Home page and appears in the top left
of the screen.

1. Click on the Help button from any screen.
2. A list of help questions will appear on the left-side of the screen.
3. Click on the applicable question. OSCAR will display the answer.

Figure 55. Help Screen
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14.0 Logging Out

To log out of the system, click on Logout located at the top of the screen. Users can log out
of the system from any OSCAR screen.

Figure 56. Logging Out of OSCAR
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